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Step 1: Click on Need an Account 

 

Step 2: Choose VDSS – External from the drop-down menu and then click OK 

 

 

 

 

 



The Virginia Learning Center 

 

 
 

Step 3:  Populate all fields circled in red 

 

Step 4:  If you work at a local agency, you must choose the agency you work at.  If you do not work at a 

local agency, you will select community partner. 

 

Local Agency Example 

 



The Virginia Learning Center 

 

 
 

Community Partner Example 

 

Step 5: Select Job Title 

 

Click search 

 

 

 

 



The Virginia Learning Center 

 

 
 

Click the radio button beside the appropriate job title and click save 

 

Step 6:  Select Manager 

 

 

Type in the last name of your manager and then click search 

 

Click on the radio button beside the appropriate name and click save 

 

Step 7:  Click Create 

 


